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V' Introduction
'HProfessionalism

V' Duties of the Election Officials
HRole of VLM an¥fLD

HRover & VLM/VLD Relationship
Roles & Responsibilities of Rovers
Monday Green Bag | EPB Deliveries
Monday Assignments

HLocation Binder
V' ElectionMorning Tasks (ADA)
V' Election Day Duties
\/ PostElection Duties
V' Safety & Security
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BOE WBSITE443VOTEUS
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Espafy English

Home VOTERS EOTIONS CANDIDATE 3 CTION DAY OFFICIALS » EMPLOYN £ CALENDAR OUTREACH» ABOUT USw

Bacome an Election Day Official

' My Voting Info

Training Matenals
Efection Day Positions
Election Official Feedback

* Where do | voie?

VOTE BY MAIL

@ What's on my baliot?
» Vote-by-Maii

@ Track My Ballot
REQUEST BALLOT »

{7 Voter Registration

@ Update My Address

| ’ CANDIDATE

General inquires - 216
Bilingual Information - 216 443 .3
Hu.:vvq lmuum:d Ohio Relay Service 711

Sample Ballots : Democratic | Republican | Libertarian | Non Party l :
3 Meating Sct
1/26/2020 Notice to View Badots Election Profile 2020 Election Catendar
2/19/2020 February 19, 2020 Board Issues List 020 Quick Reterance Guide
Mesting ) Day Federal Write-in Absentae Notice
3/17/2020 March 17, 2020 Prirmar Early In-Person Voting Dates and Times ficdt
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PROFESSIONALISM

Attire Language/Behavior
b hX b h X
X Clothing with inap%ropriate AFoul or abusivéanguage
messages or graphics
A Including political items XCommentS on race, ethnicity,
Ly _ _ gender, disabilities, or
Distressed oripped jeans polltlca’l affiliation
X Shorts A Harassment or
X Flip Flops discrimination
A Low cutor strapless shirts A Mistreatment of thefacilities

X Unwashed clothing )( No Sleeping

Failure to follow these guidelines will result in being sent home
and not being hired for future elections
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VLM/VLD DTIE
RELATIONSHIP
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VLM & VLDHAREIDDUTIES

vV V

M and VLD areManagement Team

V' Theirprimary functionisto ensure that the

E

ection Process is handled in an orderly,

professional and lawful manner

\/ Both serve aa technical resource and resolve
Issues and troubleshoot electia@aguipment

V' Both assist with the set up of the AutoMARK

\/ Both oversee and guide other poll workers in the
polling location
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REQUIRED VLMTIESrERORC)

V' Deliver the Oath of Office, complete and sign

V' Assign workers to specific teams/assignments,
schedule breaks and lunches

V' Review with poll workers any alerts or notices

V' Set up the location based on the Polling Location
Setup Diagram

V' Unlock the Transport Cart and ensure the correct
supplies have been delivered

V' Ensure the Official Precinct Voter Registration List
IS posted Tuesday morning
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ADDITIONAVLM VTIES

V' Be the primary contact person for the BOE and

make the five (5) Mandatory Ca{M_M can pass this
assignment to the VLD as needed)

V' Drive his/her car to the DroQff Location (along )
GAOUK OKS =[50 dzyf Saa Al
take his/her vehicle

V' VLM in more of an observation/floating role since
VLD will still be assigned to the VAT
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ROVERS VLM/VLD B ATIONSHIP

VVLM/VLD andRover work as aEAM

VVLM/VLDresponsible for inside of voting location,
Rover outside

Rover checks to make sure BOE cell phone is on
Rover Is dANDSOFHposition

Rover INOTtrained to troubleshoot equipment

Rover verifies Location Diagram followed

< < < < <

Rover will arrive aroun@ p.m. on Tuesday to
orepareVLM/VLDfor closing procedures
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ROVERRESPONSIBILITIE

V Required equipment

V Primary duties

V Reporting times on Monday and Tuesday




REQUIREEBQUIPMENT
Vehicle

Rover Cell Phone

V' Cell phone usage is
REQUIRED

\VV All Rovers will be issued
a BOE cell phone. It
must be on at all times.

V' Rovers are highly
encouraged to bring
their personal cell
phones so Zone
Captains have two lines
of communication

Fueled

Clean and clear of
obstacles

Proof of insurance
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OVERVIEWFDUTIES

V' Liaisonbetween BOE/Zone Station and Polling
Locations

V' Deliver Election Supplies | Monday and Election
Day (as needed)

V' Verify Location Setup DiagrafMUST SIGN

V' Monitor No Campaigning/Neutral Zone (100 feet
from the entrance to the Polling Location)

V' Verify Location is ADA Compliant
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RESPONSIBILITIES

VV BOEbadge must be worn (visible) at all times.

V' Be punctual
A If you are late, you may be dismissed without pay.

\/ Be flexible

A You may be asked to travel outside your assigned
Zone if needed

V Inform Zone Captain of lunch breaks so assigned
area can be covered
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REPORTINGIMES

MONDAY

12:00 p.m | Report to Zone Station- Receive Delivery Assignments
(Green Bag and EPB)

4:00 p.m. | Report to Zone StationRecelve Election Assignments

5:45 p.m. | Report to $ Assigned Polling LocationrMonday Night
Organizational Meeting

TUESDAYH_ECTIONDAY)

4:30a.m. | Report to Zone Station Retrieve Polling Location
Supplies

5:00 a.m. | Report to ¥ Assigned Polling LocatiorElection Day

6:00 p.m. | Report to Zone Statiog Drop-Off Assistant
Attendance/Training (Drofff Captains Only)
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MONDAYGREENBAG|
EPB BLIVERY

V Essential to be on time and deliver proper
supplies

V Check equipment at each polling location

V Follow Monday Delivery Verification Form

V Make calls to Zone Station to report deliveries
V Post Voting Location Change signs
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MONDAYGREEMAG| EPBDELIVERY

Cuyahoga County
Board of Elections
Canister Bag

Be sure to check label on the side
of each EPB Transport Case to
ensure you have the correct Case(s)
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MONDAYGREEMAG| EPBDELIVERY
Arrive at Zone Statioi8Y 12:00 p.m
V' Signrin upon arrival at Zone Station
Zone Captain will:
V' Assign Green Bag | EPB Delivery Route; and

V' Pass out Monday Delivery Verification Forms for your assign:
locations and corresponding Green Bags | EPBs

V' Assign new voting location signs to be set up at old voting
locations and photographed

V' Distribute assigned Green Bag | EPBs
- ONLY ONEREEISUPPLY BAG

- Verify the Polling Location name on the EPB Transport Case(s
labels matches the Polling Location you are delivering the
equipment as well as the label on theeenSupply Bag
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MONDAYDELIVERYERIFICATIGRORM

Poll Code: 7800 Canshoga Courty Board of Becions TEDMHT- EDEAM
Do sl
Monday Green Bag Delivery Verification Form
ror TR ROUTE #57
Daite of Elsction: Septemoer 12, 2017
Location:
CLAGUE CAEIN
1500 CLAGUE ROAD
WESTLAKE 42145-2744
Phione: (440} 8356432
Hours of Oparafion. Call Gty Hall io Open B:00AM-3:00FM
Contacts:
Wi Pl Quinr- Sardice Dinecior 440-55-1278
M. Sayie HIF Adminisiratie Assist ZIFEA2EX
W Chris Efuhm S0-552-1304
ITEM QUANTITY | VERIFY CORRECT POLLING LOCATION I3 v
Green Supply Bag 1 CLAGUE CABIN
Red Ballot Box 1 WESTLAKE -01-2
Gray Ballot Box|es) 2 WESTLAKE -01-B  WESTLAKE -01-C
¥oting Booths 19 LI
Burtohark 1 CLAGUE CABIN
Electronic Pollbook Case(s) 1 CLAGUE CABIN 1 OF 1
D520 Scanners 3 CLAGUE CABIN 173 , /3, 33
Table Top Voting Booths 5 WFA
‘Wac squipment dellversd In good condiion? YES (1] H no resord damages on this report.
Cirols Cnie
Democrat Signahre et FRepubiican Signatuns D=
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MONDAYGREEMAG| EPBDELIVERY

Before Leaving the Zone Station

V' Determine your driving route using the Zone
Station Mapand/or other devices.

V' Call aheado see if the location is open and
arrange a time to meet the owner/custodian.

V' Sometimes the Transport Cart has been relocated
at the facility
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MONDAYGREEMAG| EPBDELIVERY
L LI2Y ! NNRAGEE G @2dzNI | &

- Verify the Polling Location name on
the GREEIBag labels match the
Monday Green Bag Delivery
Verification Forms.

- ldentify yourselves as Election Day
Rovers from the Board of Elections.

- Locate the Election Equipmeqt
Transport Cart

A The owner/custodian in charge at
each location will direct you to the

area where the voting equipment is
stored
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MONDAYGREEMAG| EPBDELIVERY

Upon Arrival at your assigned polling locatiohs
(cont.)

- Unlock cable lock provided by your Zone Station,
feed the cable lock through the handles of the
GREEMBag and EPB Transport Cases, then re

lock.

- Inspect the Election Equipment, then complete
and sign theMonday Green Bag Delivery
Verification Form
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MONDA\GREEI‘EBAGl EPBDELIVERY
Monday Delivery Verification Form

ITEM QUANTITY | VERIFY CORRECT POLLING LOCATION IDv 4
Green Supply Bag 1 CLAGUE CABIN

Red Ballot Box 1 WESTLAKE -01-4

Gray Ballot Boxjes) 3 WESTLAKE -01-B  WESTLAKE -01-C

e
el

Yaoting Booths MA

Burobdark 1 CLAGUE CABIN

Electronic Pollbook Cas=[s) 1 CLAGUE CABIN 1 0OF 1
05200 Scanne rs 3 CLAGUE CABIN 1/3 . 2/3, 3/3
Table Top Voting Booths 5 MFA

V' Verify correct Polling Location and Precinct Information on
the supply/equipment labels

V' Inventory items for correct quantities

V' Inspect all equipmentno visible damage

A Record any problems on Monday Equipment Verification
Forms
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MONDAYGREEMAG| EPBDELIVERY
Damage or Tampering?

V Call the Zon&tation

V' Ask to speak with Zon@aptain

V Do Not Leave the Locatiowithout instructions

VV Record observations on Monday delivery
verificationform
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MONDA\GREEI‘EBAG' EPBDELIVERY

2 Kl AF eé2dz OFyQu 3ISaG |
V' Find another entrance.

V Contact the location.

V Call your Zone Captain.

\/ Record any problems on the Monday equipment
verification form.

\/ Proceed to the next location.
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MONDA\GREEI‘EBAG| EPBDELIVERY
Once your delivery rounds have been completed

V' Return to deliver an\sREEIBags | EPBs you may not
have been able to drop off earlier on your route.

A If you are unable to deliver@REEIBag | EPBs, they
MUST be delivered promptly to the Polling Location
by 6:00 p.m. for the Monday Night Organizational

Meeting.

V' Return to the Zone Station to be released until
reporting at 4:.00 p.m. for the Monday Afternoon Zone

Station Arrival.
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VOTINA.OCATIONHANGBEIGNS

NEW VOTING LOCATION

NUEVO LUGAR DE VOTACION

VV Roversnot assigned to Green Bag/EPB
Deliverymustpost Voting Location
Change Signs Mondayorning

ContinuedX
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VOTINA.OCATIONHANGBEIGNS

1. Rovers will attach a sign to tlumor

2. Rovers will place TWO yard signs. The third yard sign w
ne kept at Zoné&tation.

3. Rovers will take photo of each sighphotos total)

4. Signs remain in place Monday/Tuesday amast be
removed/returned to the Zone Station Tuesdayght

5. Zone Captains will assign Rovers to spot check signs
throughout ElectiorDay (typically at 6:30 a.m., 12:30
and 4:30 p.m.)The Rover will notify Zone Captaln If
signs aregemoved.

6. Zone Captain will upload the THREE photos for each
location to Google Photdlbum

/. Login: ###H#
Password ####
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MONDAYAFTERNOON
ASSIGNMENT®s ROVERBINDER

V Report by 4 p.m. to assign Zone Station

V Recelive assignment and Rover Binder

V Receive training and instructions from Zone
Captain

V Follow checklists contained within the Rover
Binder
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MONDAYFTERNOONZONESTATION

V' Report backo your Zone Statioat 4:00 p.m.
- Signin.

V' Your Zone Captain will provide all assignments:
A Polling Location Assignments or

A Zone Station Assignment
- Phones/Logs/Issue Tracking
- Equipment Replacement Team

A Postelection DropOff Assignment | DrojOff
Assistant

A Equipment Retrieval Team (if assigned)
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MONDAYFTERNOONZONESTATION

The Zone Captain will:

V' Provide you a Location Binder for each assigned
Polling Location,;

V' Job Briefing/Training Review,
AUpdates/Changes in procedures since training,
AReview of mandatory calls, forms, and checklists; anc

V' Review contact procedures
A Election Response Team (216) 8237
A Zone Station (Numbers will be provided)
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lOCATIOBINDER

\ One per Polling Location

\/ Contains all information and checklists needed
for Election Day assignment
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ELECTION DAY ROVERS | LOCATION BINDER
CUYAHOGA COUNTY
LO C AT| O N BOARD OF ELECTIONS

12:00 PM | Report to Zone Station | Green Bag Deliveries
4:00 PM | Report to Zone Station | Election Assignments
5:45 PM | Report to 1st Assigned Polling Location

Tuesday, March 17, 2020 (PRIMARY ELECTION)

C Ove r P ag e 4:30 AM | Report to Zone Station | Retrieve Polling Location Supplies

5:00 AM | Report to 15t Assigned Polling Location
2:00 PM | Report to Each Assigned Polling Location to Distribute Closing Reminder
Packets to VLMs
6:00 PM | Report to Zone Station (Drop-Off Captains Only) | Drop-Off Assistant
Attendance and Training

CLAGUE CABIN
1500 CLAGUE ROAD
WESTLAKE, OH 44145

Revised: 02.03.2020 Abs Rt #704
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Rover | Mandatory Calls to the Zone Station

The Rover must place four (4) Mandatory Calls to his/her assigned Zone
Station for each assigned Polling Location. The phone number for your
assigned Zone Station is located on the Polling Location Information Sheet

I N in your Location Binder.
Note: These mandatory calls MUST BE MADE ON TIME!
BINDER

Monday
O Night Arrival: This call is to inform the Zone Station that your assigned Polling
Location is open and Precinct Election Officials have arrived.
5:45 p.m.

Set up and Ready: This call is to inform the Zone Station that the
Monday | Monday Night Organizational Meeting has occurred and that all

Night equipment and supplies are set up (including the MiFi Hotspot, EPB
Printers and Voting Booths) and ready prior to leaving.

Mandatory

Tuesday Arrival: This call is to inform the Zone Station that the Polling Location is
a S O Morning unlocked and open. This call must be made immediately after

confirming both the exterior and interior entrances to your assigned

5:00a.m. Polling Location are open.
Open and Ready: This call is to inform the Zone Station that the Polling
Location is ready for voting.

Tuesday

Meorning Electronic Pollbooks and MiFi Hotspots are plugged in and powered

a on, ballots have been placed on the Ballot Table(s), and the DS200
5:30 a.m. — Scanners are set up and ready for voting.
6:15 a.m.

Note: The PEOs MUST set up and open the polls on all EPBs and D5200s
no later than 6:15 a.m.

NOTE: Make all mandatory calls as soon as information is available, even if it is before the
required deadline.
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1691 POLLING LOCATION INFORMATION SHEET Zone 1

CLAGUE CABIN ABS Route #1

1500 CLAGUE ROAD
WESTLAKE

m A I O N Zone Captain Name:  David Hughes
Zone Captain Fhone. 515, 3564506

Zone Station Phone (216) 325-2269

Numbers:
Tumbers: (216) 325-2293
(216) 325-2253
7:%5;" Fhene (216) 325-4094
Election Response Team
Phone Number: (216) 443-3277
Location Entrance: Southwest entrance rear of building

Voting Equipment Gym storage room to the right of the stage

L}
I L]
D C El I O n _QDA ts: Southwest entrance - rear of building is accessible. Need two (2) 1" threshold ramps. Need two
Alrangements. (2) yard signs at main entrance directing to accessible entrance.
L}

Special Instructions Set up in current space to the left of the access aisle in row along building to the night of
(If Applicable): entrance. Create another space to the night of access aisle.

Drop-Off Location This Polling # 1 Collinwood High School

Location Reports To: 15210 5t. Clair Avenue
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Rover ADA Checklist -March 17, 2020 Primary Election

Polling Location: CLAGUE CABIN
City: WESTLAKE

Check off each item below once it is set up at the polling location.
You must ensure all ADA signs remain in place until the polls close Election night.

Make several visits to this location. Document the time of day during each visit to the location to ensure

the ADA signs remain in place throughout Election Day. Be sure to include AM or PM.
®  Make any necessary comments on this checklist.
B I N D E R ®  Remove all ADA signage at the close of polls. Anything obtained from the transport cart should be
returned to the transport cart. All other signage and cones should be returned to the zone station.

This polling location requires 3 ADA parking space(s) based on Secretary of State ADA Guidelines.
Existing space(s): 3

The following ADA materials are needed for this polling location:
Located on transport cart inside polling location:

O Total Bi-lingual ADA Van Signs with Post: 0
O Total Bi-lingual ADA Signs with Post: 0
O Total ADA Directional Yard Signs Needed: 0
- O Extra “Vote Here” Signs Needed: 4 Time Set Up
A DA C h O Extra “No Campaigning” Yard Signs: O Election Morning
e C I S Time Checked
Located in Location Binder: Time Checked
O Total Bi-lingual Van Sign Attachments: 1 Time Checked
O Total Bi-lingual $250 Fine Sign Attachments: 3 Time Checked
O Alternate ADA Entrance Signs Needed: No Time Checked
Located at Zone Station:
O Total Cones: 0
O Carpet Mat:
O Threshold:
O portable Ramp: False

Parking Area to be used for setting up ADA Parking (if indicated): Southside of building
Instructions: Attach fine attachments to all signs and van attachment to existing van sign.

By signing below, | confirm all ADA equipment is in place at the location listed above. | also verify the times
identified on this checklist to be true.

Rover Name (Please Print) Signature

Zone: 7 ABS #704
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RoVER | MoNDAY NIGHT ORGANIZATIONAL MEETING CHECKLIST

Report to your assigned Zone Station at 4:00 P.M. to sign attendance log and receive your Polling Location
assignments and corresponding Location Binders.

NOTE: You will receive a binder for each of your assigned Polling Locations.
Monday Night Organizational Meeting

The Monday Might Organizational Meeting is held from &:00 p.m. until 8:00 p.m. It provides Precinct Election
Officials (PEOs) with an oppeortunity to inventory their election supplies and prepare the Polling Location for
voting on Election Day. This includes setting up tables, voting booths, Electronic Pollbooks, DS200 Scanners and

AutoMARK voting units.

First Round Tasks
1 Arrive at your first assigned Polling Location b @

If you have Green Supply Bags that were unable to be delivered to a Polling Location
during the Monday mermning delivery, make that your first stop!

I l . I l
M O d ay N I g t 2 Confirm the door to the building and the voting area is unlocked/open.
L} L
O r I l I Z at I O I l aI If the location is not open by 5:45 p.m., inform your Zone Captain of the situation
immediately during your mandatory call. Record the incident on the Rover Log.
n
M ‘ ! ‘ ! t I I l g | Enter the Polling Location and introduce yourself to the Voting Location Manager

(VLM) if they are present.
= Make sure you are wearing your BOE Identification and that it is visible at all

= E]
First Round
= Do not touch any voting equipment without the knowledge and permission

of the VLM.

I aS kS 4 Verify the PEOs have access to the Transport Cart and Voting Area.

MANDATORY CALL:- Monday Night Arrival
Place your Monday Night Arrival Call from your first assigned Polling

BINDER

5
Location to the Zone Station immediately after verifying the exterior and
interior doors to the Polling Location are open.

[ Proceed to your next assigned Polling Location. Repeat steps 1-5.
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ROVER | MONDAY NIGHT ORGANIZATIONAL MEETING CHECKLIST

Second Round Tasks
1 Return to your first Polling Location.

B I N D I R 5 Verify the VLM has retrieved the BOE cell phone and made his/her Mandatory Monday
Night Arrival Call to the BOE.

Call the BOE cell phone or landline phone to verify that it is operational and the ringer
volume is turnad up.

- If the VLM is missing, have the Voting Location Deputy (VLD call the Election Response
O n ay I g Hotline at 216-443-3277 to report the missing VLM and ask for instructions.
- - Verify the voting room is set up according to the Location Setup Diagram provided in
O r an I Zatl O n aI the Location Binder. If the Polling Location has not started the set up yet, you can
4 return at a later time to verify the Location Setup Diagram after checking other

Second Round

assigned location to verify the VLM has retrieved the BOE cell phone and made his/her
Mandatory Monday Night Arrival Call to the BOE.

The Polling Location MUST be set up exactly as shown on the diagram, especially the
MiFi Hotspot. NO EXCEPTIONS. If the VLM refuses to follow Location Setup Diagram,
notify the Election Response Team immediately and inform your Zone Captain of the

situation. Record the incident on 2 Rover Log.

has completed their Monday Night Organizational Meeting and left for the night, verify

o If you are not able to verify the Location Setup Diagram because your assigned location
the Location Setup Diagram after your first Mandatory Call on Tuesday Morning.

Tasks

Record any additional supplies needed from the Zone Stations for Election Day
(extension cords, surge protectors, etc.).

Once the Polling Location has been set up correctly, sign the bottom of the Location
Setup Diagram in your Location Binder in the space provided.

m MANDATORY CALL: Monday Night Set Up and Ready

Call your Zone Station to report the location is ready for Tuesday's
Election.

8 Procead to your next assigned polling location. Repeat steps 2 - 8.

When all assigned Polling Locations are set up and ready, report back to your Zone
Station to gather Election Day equipment and be released for the evening.

MARCHL7, 2020 | RIMARYELECTION QUYAHOGAOUNTYBOARDOFHE ECTIONSELECTIOIOFFICIATRAINING 39



| OCATION
BINDER

Monday Night

Zone Station
Checklist

MARCHL7, 2020 | RIMARYELECTION

ROVER | MONDAY NIGHT ZONE STATION CHECKLIST

Once all assigned Polling Locations have completed their Monday Night Organizational Meetings, return to your
Zone Station and prepare your supplies for Election Day.

Review the ADA Checklists in your Location Binders and gather all supplies needed for
Election Day. Sign attachments can be found in your binder along with clips. ADA
Directional Arrows are also in your binder and may be posted at the location using
blue painters tape found in the BLUE Location Supply Bag. Full ADA setups and yard
signs are found on the transport cart at each polling location as needed. Cones are
located at your assigned zone station.

Identify any items or supplies recorded on your Rover Logs or otherwise requested
2 during the Monday Night Organizational Meeting that must be taken to the Polling
Locations on Election morning.

Place your Election Day supplies, including your Location Binders, where they will be
3 easily accessible when you arrive at the Zone Station in the moming at 4:30 a.m. to
allow for a quick departure to your first assigned Polling Location,

All Rovers at your Zone Station will be released together by the Zone Captain.

4 Sign the attendance log before leaving the Zone Station.
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NEW!Arrive at 4:30 a.m. to your
LOCATION Zone Station on Tuesday morning.

BINDER

ROVER | TUESDAY ARRIVAL ZONE STATION CHECKLIST

You must report to your assigned Zone Station by 4:30 a.m

~——
{ Sign the attendance log.
7 Make sure your Rover Cell Phone (or personal cell phone) is on. You must be available at
uesday i
3 Double check that you have all equipment/supplies you will need for Election Day.

Ar r I Val ZO n e | All Location Binders for your route,
- Any items identified on your Rover Logs or otherwise requested during the Monday Night
tatl O n |l Organizational Meeting,
C h e C kI i St Any ADA equipment identified on ADA Checklist including cones

4 Head to your first assigned Polling Location by 5:00 a.m.

If you have Green Supply 8ags that were unable to be delivered to a Polling Location on
Monday, make that your first stop!
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lOCATION
BINDER

ROVER | TUESDAY MORNING LOCATION CHECKLIST

Your BOE Identification must be visible at all times on Election Day.

First Round Tasks

1 Arrive at your first assigned Polling Location by 5:00 a.m.
2 ‘ Confirm the door to the building is open.
If the door to the building is NOT open, call your Zone Captain immediately for further
Tu S d instructions.
y 3 Verify the PEOs have access to the voting room.

-
IVI O r n I n g MANDATORY CALL: Tuesday Morning Arrival

Place your Tuesday Morning Arrival Call from your first assigned Polling

= 4
L O C atl O n Location to the Zone Station immediately after verifying the exterior and
interior doors to the Polling Location are open.
C h e C kI I St | 5 Proceed to your next assigned Polling Location. Repeat steps 2-4.
I: I rSt RO u n d 0 All Mandatory Tuesday Morning Arrival Calls must be placed to the Zone Station by
5:30 a.m.

Tasks

V Do not proceed to your next location until
you make your Mandatory call
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ROVER | TUESDAY MORNING LOCATION CHECKLIST

Second Round Tasks
1 Return to your first Polling Location.
A I I N Enter the Polling Location and introduce yourself to the Voting Location Manager

(VLM).
* Make sure you are wearing your BOE Identification and that it is visible at
all times.

* Do not touch any voting equipment without the knowledge and permission
of the VLM.

Verify the VLM has retrieved the BOE cell phone and made his/her Mandatory

3
Tuesday Morning Arrival Call to the BOE.

4 Call the BOE cell phone or landline phone to verify that it is operational and the
ringer volume is turned up.
If the VLM is missing, have the Voting Location Deputy (VLD) call the Election

0 Response Hotline at 216-443-3277 to report the missing VLM and ask for

instructions.

5 ‘ Confirm all voting equipment is set up and functioning properly.

I l l e f ; d E ' All DS200s and EPBs must be used for voting. At least one (1) DS200 and ALL EFBs
must be ready for voters by 6:15 am.
n
e MANDATORY CALL: Tuesday Morning Open and Ready
O r I l I I l g Call your Zone Station to report the location is ready for voters.
= After all Tuesday Morning Mandatory Calls have been made and the Polling
O ‘ at I O | l 7 Location is ready for voters, post ADA parking signage following the instructions on
your ADA Checklist. (See ADA Checklist)
= s Verify there's a clear pathway from ADA parking to the Check-in Table and
e ‘ I St AutoMARK Voting Unit. AutoMARK MUST face a wall for voter privacy.
Confirm the American Flags are posted, properly marking the 100 Feet No
S d R d Campaigning/Neutral Zone.
e C O I l O u I I If Precinct Election Officials have not set up flags, campaigning signs and ADA
parking signs, you must complete this task.
I aS kS 10 Proceed to your next assigned Polling Location. Repeat steps 2 -9,

\ Do not proceed to your next location until
OU MakKe your viandato o
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ROVER | TUESDAY CLOSING LOCATION CHECKLIST

Closing Reminder Checklist and Packet| 2:00 PM

At 2:00 p.m. on Election Day, go to your first assigned Polling Location to review the

Polling Location Closing Procedures with the VLM,
Remove the Closing Reminder Checklist and Packet from the front pocket of the

2 Location Binder. Hand the packet to the VLM and instruct them to wear the badge
the remainder of Election Day.

Review the entire Closing Reminder Chacklist with the VLM and remind him/her that

1

3 pink tags are affixed to all items that must be taken to the Drop-Off Location.
This checklist is to remain with the VLM to be used when packing up the election
supplies after the polls close.

5 Proceed to your next assigned Polling Location. Repeat steps 2-3.

Tuesday

Close of Polls | 7:30 PM

L]
< : | O S I n g 1 After the polls close at 7:30 p.m., take down all ADA items.

You must return all cones and assigned ADA items back to the Zone Station after your
election night duties are complete.

L}
I O C at I O I l 2 Proceed to your next assigned Polling Location and repeat this step.
. Once all your Polling Locations are set for the evening and no longer require your
h k I I 2 3 assistance, report to your assigned Zone Station to sign the attendance log and be
released for the evening.
p.m. on

Election Day

Drop-Off Captains:

If you are a Drop-Off Captain, report to your Zone Station at 6:00 p.m. for Drop-Off Assistant attendance and
training. Then report to your Drop-Off Location at 7:00 p.m. to prepare for PEOs to drop off Election Day
supplies.

V Verify VLM Is wearing lanyard when
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PROCESS CHANGE:
ABSENTEEUPPLEMENTAIST

Absentee Supplemental Lists &M@
LONGERrought to the polling location

A Sent electronically and securely through the MiFi
device to all EPBs

A ESSENTIAhat all EPBs are connected to the MiFi o
Monday Night

May 02 06:41:31 PM 2 Touchpads

‘ Voters:
¥ k9 893,523

Printer 0215 21 Q. 3249
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